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NOTICE 7 Pebroary 1064
NO. 264

SUBJECT: Broyhill Building Fmergency Officers snd Dutiles
1. The following is a list of Emergency O0fficers and duties covering
the Agency area of Brayhill Building, 1000 N. Glebe Roed, Arlingtom, Va.

&.

25X1A

{1) Duties: Selection, briefing and supsrvisien
of psrsomnel who will perform
emargancy evacuation duties. Main-
tain current register of Evacuation
Officers.

{2) Emergency Action:

(a) Proceed et once to the First Floer
and direct the evacuation.

{(v) ZIdentify the incident, alert all
persormel affected and all services
required.

(¢) Advise Director of Security, Ext. TU52,
of the emergency.

(4d) Restore normal order upon terminstion
of the emargency.

(e) Use check sheet for checking off floors
vwhen evacuated.

25X1A

GROUP 3

Excluded from sutcmmiic
8- B-C-R-E-T dovngrading end
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25X1A

(1) Duties of Floow Wardems:

(a) Appoint and instrust Room Wardems
in his area on proper mocedures
for evacuation of occupants and
secwring classified material.

(b) Xeep all corridors, subcorridors,
and stairways within his area free
and clear of all obstructions st
all times.

(c) Ingtruct and give guidance on fire
evecustion procedures to parsommel
of his ayen.

(d) During fire or other bduilding evac-
uation emergencies, monitor corridors
and gubcorridors and direct personnel
to the proper stairway exits.

(¢) Upon cospletion of the evacuation of
s ares, check all rooms and areas
40 make certain the evacustion of

persomnel is complete.

(f) Exit dpuilding by designated sxit and
repoxt to the Chisf Emsrgency OfTicer
in the Mrst Floor Lobby as to wvhether
his areas is all clsar or otherwiso.
This report should be made by floor and
gorridor designation.

(g) Aldvise the Chief Emgrgency Officer (Ext. 3107)

of any changes in personnel of their
ovacuation stalf.
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(2) BEmergency Acticn:

{(a) Direct occupants to assexble
and remain at the outer fringe
of the building parking lot
util further instructed.

(b) After the emergency is over
direct occupants end visitors
t0 re-enter the building
through ths nérmal entrance
and clear through the building
guard on the ith floor.

f. After Hours Emergency

Upon notification after hours the Chief Exergoncy
Officer and hig altorsates will report to the building
totakeneeeuarystepsformuringththnmgm

all claggified matexis). :

MATTHEW BAIRD
Pirvector of Training

| BiBaT27  C
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